Signing into Cognos

If you are NOT a first time Cognos user, please skip to step 14:
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Step Action
1. Open Internet Explorer
2. On the menu bair, click “Tools”.
3. Click “Internet Options”.




Internet Options @u

General | Security |P'ri'w.-'a|::5.I | Content I Connections | Programs I .ﬁ.duan::ed|

Select a zone to view or change security settings.

Internet Local intrar;t Trusted sites  Restricted
sites

S
This zone is for all websites that are

found an your intranet.

Security level for this zone
Allowed levels for this zone: Al

Medium-low

- Appropriate for websites on your local network:
(intranet)

= - Most content will be run without prompting you
- Unsigned ActiveX controls will not be downloaded
- Same as Medium level without prompts

[T Enable Protected Made {requires restarting Internet Explorer)
Custom level. .. Default level

’ Reset all zones to default level ]

| ok || cancel Apply
Step Action
4. Click the “Security” tab.
5. Click the “Local intranet” zone.
6. Click the “Sites” button.
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| General | Security |F‘riuacy | Content | Connections | Programs | .n.duan::ed| ‘Fvour learning activities, certification status, and objectives.

Select a zone to view or change security settings.
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Internet Local intranet  Trusted sites  Restricted |
sites

S
This zone is for all websites that are

found on your intranet,

m the learning catalog by searching the title description or other ¢

prowsing the catalog categories.

Local intranet

Security level for this zone
Allowed levels for this zone: All

IUse the settings below to define which websites are induded in
the local intranet zone,

Medium-low [¥]iAutomatically detect intranet network:
6:52:1?,:;'31:& for websites on your local ne Indude all local (intranet) sites not listed in other zones

= -Most content will be run without prompting Include all sites that bypass the proxy server
- Unsigned ActiveX controls will not be downl
- Same as Medium level without prompts Indude &ll network paths (UNCs)

[T1Enable Protected Mode {requires restarting Internet
Custom level... Defgll  what are intranet settings? | Advanced ] | Ok | [ Cancel

[ Reset all zones to defa

H#lated to your current job information

| ok || cancel Apply

=t nf ink nrnfiles that wnn have exnrezeed interest in

Step Action

7. Click the “Advanced” button.




Internet Options

meneral | ecurity |F‘rivacy | Content | Connections | Programs | Advanced |

Select a zone to view or change security settings,

1siness Intelligence

Wiew All Ardicles and Sections
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Inkernet Local intranet  Trusted sites Restricted
sites

Local intranet

This zone is For all wehsites that are

found on your intranet, .
5 Local intranet

IJse the setkin

Security level For this zone

Local intranet

add this website to the zone:

You can add and remove websites from this zone, All wehsites in
khis zone will use the zone's security settings.,

| htkps: f fcognos, nd, goy | [ fudd ]
2
Websites:
htkp fhwssshare.nd.goy Remave

[ ]require server verification (https: for all sites in this zone

Close

gs below to define which websites are included in

v detect intranet network,
bl local (intranet) sites nok lisked in other zones
bl sites that bypass the prowxy server

bl metwork paths (URCs)

figs: [ Advanced ] [ ok ] [ Cancel
Disclaimer Security Priv:
@ Copyright 2004

Step Action

8. Type “https://cognos.nd.gov” in the ‘Add this website to the zone:’ field.

9. Click the “Add” button.

10. If you get a pop-up dialog box that says “The site you specified already exists in the Trusted sites
zone. Would you like to move it to the Local intranet zone?”, click “Yes”

11. Verify that “https://cognos.nd.gov® is now listed under ‘Websites:’

12. Click the “Close” button.

13. Click the “OK” button.

14. Click the “OK” button.




Official PeopleSoft Hub | State of North Dakota Government

Manager Hub

Information %&‘mﬁ

==

People Soft is not compatible with Internet Explorer 11

- Do not upgrade to Internet Explorer 11

Keep Your Employees Up To Date with Specific Agency News

With the new Employee Hub, Agencies now have the ability to add new

More...
HRJ/Payroll Business Intelligence
m  Signing into Cognos

NDPERS Employer Self B
Senice View All Aticles and Sections
i

g HRPayroliNews

Financials SRR
= Employee Travel Email Motification \ Travel Reimbursements On-Line

ELM Admin Year-End Tax Form Reminder
Tax forms that must be completed for the Mew Year, please read aricle.
The HR/Payroll system is now open.

CPE"E Coangs The system will be locked again, for inguiry only, at NOOM on Wednesday, December 4,
day.
Step Action
15. From the ND PeopleSoft Hub (portal) page, select the “Cognos” Quick Link in the list on the left side.

Hub | State of North Dakota Government

[ Self Service
‘D Business Intelligence Cognos
(3 Partners

Step Action
16. An alternative method to launch Cognos is to navigate the Hub Menu and click the “Cognos” link in
the menu.




Cognos Business Intelligence is launched.

If this is your first time signing into Cognos, you should see the following Welcome Page:

IBM Cognos Software

Krueger, Dustin Log Off

My Content My Actions

My home @ V%;iate a workspace on the
My workspaces ~ @ Author business reports
._l IBM Cognos content \ Query my data

@ My Inbox D Analyze my business

k Author advanced reports

@ Manage my events

Show this page in the future

The Welcome Page appears with links to the IBM Cognos modules available. Note that you have the option to
uncheck the “Show this page in the future” box in order to bypass this page.

From this screen, you have a few options. Most people will select either “IBM Cognos content” or “Analyze my
business”.

My Content

AN
My home
My workspaces ¥

._J IBM Cognos content

N

Click the “IBM Cognos content” link to run or modify existing reports.

OR



My Actions

@ Create workspaces on the web

Author business reports
\ Query my data

n Analyze my IE:n}usim@ss

L Author advanced reports

Click the “Analyze my business” link to create new Analysis Studio reports.

If you select the “IBM Cognos content” link, you will see a screen like this:

IBM Cognos Connection Cognos, Test 03 Logon i i | 1v s Llaunch
B | PublicFolders |  MyFolders |
Public Folders E#ic B BEEE xR XIEDN
Entries: 1 -1 O | [14][«a][¥][m
0 [mamed | Modified $ | Actions
(7 Peoplesoft Movember 16, 2011 11:45:02 AM B4 Mare...




IBM Cognos Connection Navigation:

Navigation paths to the public shared reports folders:

Public Folders > Peoplesoft > FIN > REPORTS > Monthly Reports
- Each Report ID has a separate folder (i.e., 4911AA, 4911BB, etc.)

- Each report has multiple run options (referenced within description at end of report name). Most reports have:
o Month and chartfield prompt (i.e., Fund, Project, or Organizational Level)
o Month prompt (includes information for entire agency)
o Schedulable (includes information for entire agency)

- Additional information found by hovering over PDF icon to the left of report name

- Schedulable reports can be set to run on a recurring basis

Public Folders > Peoplesoft > FIN > REPORTS > Statewide Reports
- Pre-run read-only reports for Statewide Appropriation Status, Statewide Fund Account, Statewide Trial Balance (Funds),

and Statewide Accounts.

Public Folders > Peoplesoft > FIN > REPORTS > Miscellaneous Reports
- CFDA Report, Open Item Report

Navigation path to the agencies shared folders:

Public Folders > Peoplesoft > FIN > Agencies



